RECORDS MANAGEMENT OVERVIEW - RECORDS HOLDING AREA

TURN-IN OF RECORDS/FILES
If you have questions, please call 718-630-4802 or 2-4802 local for assistance.
As per AR 25-400-2, Chapter 7, Section 7-1 (Dispositions Standards), K (Keep) records will be
maintained at the Office level that owns those records for a maximum of 6 years once the records

are inactive and no longer needed for business. If you do not have room in your office then you
can bring them to the RHA. T (Transfer) records will be brought to the RHA at 3 year intervals.

e Procedures for turning in your records (short version).

o Determine what files to turn-in. Go to the Army Recordkeeping Information
Management Systems (ARIMS) website to look up the dispositions instructions:

https://www.arims.army.mil/rrsanew/rrsanew/rrssrch.asp?1=2

o Get proper box as listed in AR 25-400-2, paragraph 9-13b. (If you do not have
this box, you may use the boxes paper comes in). (Xerox Double box)

o Place the files for shipment in the boxes in numerical order starting with box one
and continue through the shipment.

o Prepare Standard Form 135. This form is available electronically.

o Turn-in SF 135 to USAG Fort Hamilton Records Manager Building 114, White
Avenue, Room 112. Do not bring boxes at this time.

o Bring boxes of files to Records Manager upon notification and to finalize before
shipment.

e Procedures for turning in your records/files (long version).

o Determine what files to turn-in. These are files with a retention period of 6 years
or more. Normal procedures are to hold these files in the current files area until no
longer needed for business and then turn them into the RHA. Please follow the
disposition instructions for the file according to the ARIMS website. Ensure the
file folders are properly labeled. Records Manager can/will assist in this process.


https://www.arims.army.mil/rrsanew/rrsanew/rrssrch.asp?1=2
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o Boxes. See short version.

o Packing boxes. After you have gathered all the files you need to transfer to the
RHA, begin the process of packing them. Pack them in numerical order by file
numbers. Military Awards are filed alphabetically by name and last 4 of the SSN if
last name are identical. This procedure is for peacetime awards with 25 year
retention, wartime awards are permanent. Permanent orders are filed by
numerically by order number. Do not seal the boxes, just inter-flap the top. Place
your box numbers in the upper right corner of the end of the box (i.e.1/1, 1/10, 4/10,
etc.) The first number is the box number and the second number is the total number
of boxes in your shipment.

o Preparing the SF 135.

o Block 1 - Type address: Records Holding Area, Fort Drum, NY 13602-5045

o Block 2 — The Records Coordinator or Adjutant/S1.

o Block 3 - USAG Fort Hamilton Records Manager — Point of Contact.
Note: If Fort Hamilton Records Manager is unavailable contact the Records
Holding Area at Fort Drum, New York at 315-772-1500 for assistance.

o Block 4 — RHA staff will sign upon receipt of boxes into the RHA.

o Block 5 - Your organization name.

o Block 6(a) — Leave blank.

o Block 6(b) — Leave blank.

o Block 6 (c) — Leave blank. This is where the RHA staff will place the shelf
number location of your box(s) in the RHA.

o Block 6 (d) — Place the total number of boxes you are transferring (i.e., 1, 3,
10 etc).

o Block 6 (e) — Place your box number to include the total number of boxes
(i.e., 1/1, 1/5. 5/10 etc.)
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o Block 6 (f) — List your organization (i.e, 1179"™ Transportation Battalion,
USAG Fort Hamilton). Insert file title, year of the file, and how they are files.
(Alphabetically, numerically, or chronologically). Continue until all files you
have packed are listed on the SF 135. Place the appropriate box number to the
left in the (e) block as you move from one box to another.

o Block 6 (g) — Leave blank.

o Block 6 (h) — Insert “AR 25-400-2” at the top of the block. Place the
appropriate file number to the right of each place you include the file title in
this block.

o Block 6 (i) - Insert the month and year the file is to be destroyed. This is
determined by counting the next year after the year of the file. (i.e., a
peacetime award for CY2009 would be destroyed in Jan 2034 a six year file
for 2010 would be destroyed in Jan 2017). If the file disposition is permanent,
place the word “PERM” in this block.

o Blocks 6 (j), (k), (I), and (m) — Leave blank.

o Turn-in SF 135 to the USAG Fort Hamilton Records’ manager for review and to
finalize the SF 135 and files before shipment. Files containing Personally
Identifiable Information (P1I) will be shipped Certified and Return Receipt. RHA
will send the USAG Fort Hamilton a signed copy of the SF 135 which ensures
they have the files.

o Retrieval of Files — Should for any reason files are needed after turn-in, contact
USAG Records Manager and instructions will be given to fill out DA Form 543
(Request for Records). Retrieval time is usually 48 to 72 hours.
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Example of what is written on each box. Write it on the short side normally where the lines
are printed. Items in Blue are always required.

1 of 15 1500

This depends on how This is the location number
many boxes are in this lot given by the Records Manager

055405520511 051055

For example:

2 of 15

3 of 15 etc.

If the records are a “T”
Records the barcode from
The ARIMS website must
be put on the box. You
will only see the barcode
when you go print your
file labels from ARIMS.

600-8-22b3
Personnel Files
A-D

Destroy Jan 09

You will find the destruction date in the disposition instruction on the ARIMS
website
https://www.arims.army.mil/rrsanew/rrssrch.asp?1=2
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